
From: Alford, Cecilia
Subject: Going Paperless
Date: Thursday, March 24, 2022 4:32:16 PM

Good afternoon R5,
 
We are now less than nine months away from the December 2022 NARA deadline to
transition to an electronic records environment. After December 31, 2022, the Federal
Records Centers will no longer accept paper records.
 
Why go paperless in your everyday work?

1. Greater flexibility - it's easier to share your files with others electronically, and
easier to take your work with you when working in different locations. It's also
more environmentally friendly!

2. You’ll be able to do your work more efficiently.
3. It's the law!

 
How do I handle paper in my workspace, in cabinets, and in file rooms?
Talk with your supervisor about paperless efforts in your section. As for your
workspace, these three short videos will guide you through the process of:

identifying records,
preparing them for shipment or destruction,
and filling out an index form.

 
You will be delighted to watch your fellow EPA colleagues in action and learn they
might have an acting career in their future!
 
Video one: https://www.youtube.com/watch?v=FxY2hAenTwg
Video two: https://www.youtube.com/watch?v=51Qxm28Ztb8
Video three: https://www.youtube.com/watch?v=aXItJt7HCOA
 
These videos are also currently posted on the Region 5@Work site and are available
on the One Records Management Paperless by 2022 page. Thank you for your help!
Together, we will make sure Region 5 meets the NARA deadline.
 
 

M. Cecilia Alford
Deputy, Mission Support Division (MSD)
Region 5 (R5), EPA
77 West Jackson Boulevard (M-9J)
Chicago, IL  60604
Phone: 312.886.1488
Cell: 312.919.4174
Fax: 312.692.2071
alford.cecilia@epa.gov
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